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1» Ragle Functions To ccordinate, aagervi.aa, and plan peesonnel activie
25X1A ties of ] vestn ton Neadquarteres
2+ Baskirowd of Present Orgenimation: The Fi/ff] Personnsl nranch wes 25X1A

wwimc! in Jamary; 1952, to amaist and adviss the case officers and comiry
desks on parsonncl matters and to coardinate Division req:irements with the
various apsney support staflfs. This action was a result of many faclors,
some of which wsre the followings
as  Complaints from the fleld regarding lack of briefing and
improper training of new enmplovees, confused financlal arranjemenis,
and nunerous obhar persomel problens arlsing fyrom uncoordinated
by  Numerous regulations and procadures governing the processing
of various categordes of personnel, the intricsoies of security clearsnces,
confidential funds reglatione, tyavel re;ulations, and so forth re-
quired speclal etudy and coordinatiom.
e Fxpediting speeific caces wherein the operciion demanded
that cartain pelorliiy poeltions be filled in & ghort time.
de  The inability of CIA Personnel Division to recrult and
procesa vontract y&mh
Subgequently, as specific problens M&M; the Fersonnel Branch adapled their
organizaticn Yo remedy the situation, Such was the c:sm, for inatance, when an
Offies of Pervomnel Tralning was mw& o compdinate the sdainistrative aspects

£ of training
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of treining and vhen the 0ffice of Tables of Orgnization was recently estabe

1ighed to cope with Tables of Organization as & basic point of departure for

reoriitment requests snd stebilizing meny other parsonnel activities.

stical Conoept of Workload:

2. Linitaiions: Statistice do not, and cannct, mnvqéf nore than the

and zzm;ct of a long prier process of planning, m:mim%im, and Maleons

Themfm, while not by any means oompletely indicotive of the megnitude of

any specific activiiy, the most reliable condept of the workload which has been

required of sech corponent lg offared Ly the statistical resomes sst forth

belows The aotivities of the Office of Tables of Organisation are not included

gince it is not poscible to reduce its workload to any sigmificaat statdstics.
be Hecords and Revortsr The Personnel Dranch is responsible for the

procegsing of paraounal aduinletyatlon aativitiqa ralated to securiiy clearances
for overt and seaiecovert parsonnsl, placements, transfers, reassigments, roe
tationsy resionationsy and slmiler administretive actionss preparation of reportss
mainbananse of paysonnol filess and other related activities pertaining: vw
records md reporte, The averase workload volmme is estimated on a monthly

bogls as peing the following

16 - Appointment actionz gubmitted
22 Prouwtion actlons submitted
56 Tronsfer and reassigment actions sabnitbed
20 Teglpation actione submitlied
1k Canoellation actions submittod
& Pargonal History Ststemento copded
1300 Office calls received (ot otherwise listed)
2700 Talephone calls received (Mot otherwise lsted)
25X1A o 18 Raports preparod ‘
1500 “aquests for TT I £iles recelved
120 Requesta for Central Procegsing Division files recelved
1we Tioquasts for pesudos and cryptos recelved

Internal mall dlstyivution for FEj handled datly o5x1A

Approved For Release 2/omﬁﬁclﬁwopss-ooosemo11006906%?4"3‘ Personnol



25X1A

25X1A

25X1A

Approved For Release 2000/09/14 : CIA-RDP83-00036R001100090033-4

dtary Pargompels The Persomel Aeanch 1 rogponsible for maine
temance of llalson with sppropricte scheloms on natters relating to military
peraonnel required by, or assimed to, the M  cwrently, 155 midivery
peracmic) are being utilizedp 30 ere in vardous stages of processingp 130 are
requlsitionad; and 516 bave been tentatively aubthorized for Fiscal Year 1552
sor v

‘de  Qvert and SedCovert Do
gpongible for screening prospect files, intervieous, evaluatloney and recamionds
tions on personnel being considered within FEfjfer & overt or sesi-covert
assigments oriontation of new persounel asslged in an overd or somi-covert

Lo

sonnels  The Perconnal Brench is rew

statusy recaiiendaions on rotation, pravotion, transfer, and reassigment of
overt or semlecoveri persamnel; and olher related sctivitles pertaining o
overt and seni-covert personnals The averarze worklpad volums iz estinated on
a monthly bagis ag beinz the following

156 viles reviewaed
Apsssgnerths achodulod
b Cases presentod to neview Board
% Entrancs on mt.y intarvious
& He=agad gmen

25 Transfers (rw:imae%}

i0 Applicant Anterviews

20 roliograph ety schedulad

i5 wotation cases
e pormels The Fargonnel %amh is responsible for

odertation and procesaing of new personnel assimed to ITJ] in & covert  25X1A
gtatus; coordination of all contractual nemtiations for covert contract

agentes, processing of security clearances for covert parsamel and other

related activitiss pertaining to covert personnel, The averoge worklosd

volwe is estliated on a monthly basie as being the followlngy
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#otall A gents Frocossed .27
#Contract Personnel Processod iz
Security Clesrances Requested 128
Segurity Clearences Cbtained 1°
Inguiries on Security Requests . &

Contract Renewals,
Lxtenticns, Awendnants : ]

#ineludes arpangoments for assessaents, poliographs, soreening
boards, pay instructions, hriefings, debriefings, stos :
+#l.oes nol adequately reflect security vequestis fop
indigenous persamal ueually subaitted in sroups of
100 or more st o time. '
s esainct The Personnsl Branch is responsible

for travel, pay, and procesalng of now personnel in an overt and saud~covart

gtatus and yfw preparatdon of the necessay fomms for sach parsomnel and thelp
dependents preparatory to ovorseas movements The avera:e workload volme 1s
estimated on o momthly basis as belng the follmings

Travel Voushars (Per Dien) 0o
133
LT saentuents
. . 18 oo
fequest for Advance 67 travel
Travel Vouchers §§ tonal
Tine & Attendamnce Voucheved 132
Unvouchared Lo
Agent tuty Status Reporits 193 staff agente
gontyact &
Uverseas Procesaing Check Shoots 26 gta
dackgrowd Data Sheots .

26
dequests for ramisslon % Leave Country
~Cglactive Sarvice Reglstrants 15
«A gt Restrvists under Cortrast 7
~3%aff Inployee Reservists G
25X1C Reduburscnont Vouchars 25
10
&

Hoquest for Fapuent
Accounting for Individual for Advance
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HAIE OF FORM

futhorization Card & Kecord of Paye
roll Allotmente 7
hmu&a‘hs for Approval of Overiine 2
Toquagts for Separation Allswance iz
Requosts for Clothing Allowancs o
Deguesls for Leave Balances , 7

Requasta for Cancellation of Travel
Heguasts that Checks be malled to _
Danke 5

Hemnranud &
25X1C
vrpiration ef lowert Contracis

Pergons arrlving from Ovorscas
Ansuors to Cablen fyom Oversean
Ttecords malntained currently:
Yer Diem Regord Cards
Aganit Pavroll Tnformation Tards
Agent Puyroll Necord Carda
Cemtract Boert Dxplrsticon Oards
ms  Training The Personnel Branch is responsibls for coordination
25X1A  of administrative aspects of IF/ffjtraining activities in tho continental
United States, maintaining appropriate Malson with Apenoy training persomiel
and faollities, preparatlon of gpoeific training :rograms for individusls based
on requiremants of thely m@c:tiva assigments, and other related activities
portaining to the adnindstraiive aspects of Gruinings The avers s woridoad
volune 15 estimated a3 being the followinm

(1) rersomel in Traising Currontlys

%&g g B

stafl vourses (exeluding PHo) ]
i Treining 38
Covert Training g

Languape Training
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{{i) Hequests fop Training Per Month:

. _ N
; Indivig%~ ﬁmam Hoe Courses Total Courses
Taken by Im?ivid@g’ “chaduled
25X1C i * i
. 18
p— : * Y 25X1C
ES - 3 7
(3) Hiscellansous pep Honth:
féqmmm fencellatioms
‘ubiping Henos 2
25

Incoming ﬂtam?a roguiring various actions other
SO o ﬁmﬁm or approval
ing action Pequiring simature op appraval, gg

4 Briefing

i:‘?valuatiena Reviawsd :
~szosements Noviewad x
z”w}wmts for Agsesmacnts a
Hepeats fop Administrative Astione 13’;

#chadule of
tandule of soursos arranzed a3 a whola at one neating
Le Crgendzation: | '
s Curvent: The v i g '
o ;& 0t Fresantly approved Tatle of Organization provides a
total of widvs for the Person el Iranchs In reality, 27 PRsong are current
Deig WAl o cr , , ons are currently
§ ubllized by tha vorsomnel Trench, ALL mG0r oilices af Lha Persamel
) | " o L ¥ ! ﬁ
Jranch spye Presamtly 4in axistenco,
Da Iroscseds T y i T
" Zo0csed: The propoged iable of Orgmnization canbenplates 37
Wi for (he « S : . |
Wit Fersomnel Branch, sueh chian o8 25 are Propoged in Paneti
roponed 1 FoLong and

SECRET

Approved For Release 2000/09/1_%‘5_ CIA-RDP83-00036R001100090033-4



